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Department of General Services Office of the Secretary

Ifom
No.

I

01 VISION

Doscripfion Ratontion

ADMINISTRATIVE/GENERAL CORRESPONDENCE FILE

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, minutes of meetings, surveys, investigation:
press releases, newspaper clippings, legislative
reference material, directives, and other
miscellaneous papers relating to the administration
of the Department of General Services.

LEGISLATION FILE

Contains copies of bills, fiscal notes, legislative
comment forms, hearing reports, hearing testimony,
general correspondence and various other documents
pertaining to DGS sponsored bills or bills of
interest to the department.
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'Deputy

TIM.

Saiaaula A"™«» I " 1 W

Retain for ten (10)
years, then destroy.
Directives and other
materials relating to
planning an*fi policy
that illustrate the
development of the
agency, retain permanently
for eventual transfer
to Maryland State
Archives.

Retain for ten (10) year;
then destroy.
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: is rmjCT 1 r ^ s - -TYPE OR PRINT A
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7EVIE333 RECORD SERIES. FORWARD
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•/ACEMCT

Eepartment of General. Services

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD

. P . O . BCX 2 7 3 • ' :

JESSUP, MARYLAND 20794

2. DIVISION

Office of the Secretary

AGENCY RECORDS INVENTORY

• ' PACE: _1 or '2

3 . UNIT

: . C F 1 N I T I C N - R E C O R D SERIES-* a " o u l * o r WK-ATTKD nxeanam HOiwAU.y r n x o AMD u n s AM A U N I T TOR

RECORD SERIES TITLJE

AJninstxatlve/General Correspondence Rile
3. EARLIEST TEAR/LATEST YEAR

1090 TO 1993

RECORD SERIES DESCRIPTION {""I1C?rl-Y B M C a ' « THX TYTCS OF" lNrOHMATION/SCCUMCNTS/rOmni fOWD

IN THE SERIES. INCX.UDK TMB: *UIM»O3E ©* PTJNCTJCM o r TMK mSTTIKS}

Subject arrangement of original incamng letters, copies of cutgDiTg letters, memoranda, reports, studies,
minutes of meetings, surveys, investigations, press releases, newspaper clippings, legislative reference
material, directives, and. other miscellaneous papers relating to the adirinistration of the Department of
General Services.

. RECORD SERIE3 rC«WAT[ S ]

yt l_£TTER SIZE C MICRCTILM

: L£WL S i r s C C=kS=UTER TAPE

: A f f i BOOK C FLOPPY DISK

: ATOIO TAPE C YTDEO TAPE

' CT5-£R( SPECIFY]

8 . RECORD SEHIES SEQUENCE

X ALPHABET 1CAL

C N U O I C U .

TO CKRCNCLOG1CAL.

= GECC«APHICAL

C OTHER(SPECirr]

XI FILE DRATEP.(S)

= MlOEFIUl RETL(S)

- COWP-JTZP. TAPE [ S )

= CTr-EH(SPEC:Frl

10 . AWUAL AC=>O,lJkTICN

3C FILE CRA1EH(SJ

C MIC?JCFtI_M REEL(S;

KTfSrZV ~ CCWP-JTER TAPE(S)

I 1 . r iLE IS USES

3C DAILY - MONTHLY

I Z . FH

HliHBE^

Z COSES INACTP/E AFTER

= MCNTH(S] ?YEAR(S]

U . C'RRENT LOCATtCN(S) ( F3 .DC. . FLOOR. POCU)

3 d W. Pceston Street, Rccm 1401

IX. IS RECORD SERIES CUPLICA" ELSE-31-ERET

a YE3 & NO

13 . ACCESS RESTRICTIONS C YES £ NC

{ i r m , cme LAW( a J a» ircauLA7iON(i|

1 « . A U D I T RECUIREVE?rT3

C NCNE C STATE C FEZERAL C INCEPE?<E€NT

1 r IS AN INDE^ SYSTEM USE27 ( i „ -ncs.K^t^IH

• riKruY AKS D i i e m i e AMT HAROIARC/ lorrrArac )

C YES g[ NO

AND TITLE or pREPARER

MLchele T. Oliaccio

! 8 . RECCMJENEED RETENTTCN

Retain for ten (10) years, then destroy. Directives
and other materials relating to planning and policy
that illustrate the development of the agency,
retain permanently for eventual transfer to the
Kail of Records.

2 0 . TELEPHONE NUMBER

(410) 225-4958

2 I . DATE

5/3/93

DCS 3 3 0 - 4 (REY1 2/87]



•is fi-TVCT 1 Cf̂ S - -TYPE OR PRINT A
-pARATE FORM FOR EACH NET OR
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DEPARTMENT OF GENERAX. SERVICES

RECORDS MANAGEMENT DIVISION

7273 VATERLCO ROAO

. P.O. BOX 275 . - •. ' ';

MARYLAND 20794

AGENCY RECORDS INVENTORY

'"•••" PACE _ 2 ^ ^ o r _2

r/ACENcr

Dapartment -of General Services

2 . DIVISION

Office of the Secretary
3 . UNIT

ZFIN ITICN-RECORD SERIES-* a"otJ** o r « J - A T S D w c a i m i Noia«AU_y n i - r n AND v n s M A UNIT r e*

RECCRD SERIES TITLE

Legislation File
3 . EARLIEST TEAR/LATEST YEAR

1993

RECORD SERIES DESCRIPTION { ait ixn.r c x a c t t i c THK
1H THE SERIES.

Tn>«ca or* lMFoioM7!OH/soca»criT3/romra FOUND

I N C U D S THK i^jitpoac an FOHCTICH or T«K K I T E S ]

•Contains copies of hills, fiscal notes, legislative caiment forms, hearing reports, hearing testimony,
ganral correspondence and various other doaments pertaining to EGS sponsored bills or bills of interest to
the department.

rceCCRD SERIES rCRKATlS]

:X_STTER SI^S C MICROriLM

: L.ECAI_ SIZE C C=»*F̂ JTER TAPE

BOCK C FLOPPY S1SK

¥:a TAPE C VIDEO TAPE

CTrER( SPECIFY]

8. RECCR3 SERIES SSCCENCS

C ALPHABETICAL

?̂ CKRCNCLOCICAL.

= CECCriAPHICAL

- CTHER( SPECIFY]

I . VCLLKE

3C FILT CRATE?.(S]

= WIG=CF!LM RES^(S]
- C=MPV7ZP. TAPE( S )
= CTKER(SPECIFY)

! 0 . AWUAL ACTJflJLATICN

3t TILS CRATEH(S)
C MtCSCFILW REEL(S)

k , c U i ^ - CCWP-JTZR TAPE( S )

t 1 .
nus is USES

C DAILY = tEacr X MONTHLY

1 2 . FILE SECCNES INACTIVE AFTER

= vcrn-H(s) S YEARNS]
HXJMBE3

U . CJRRENT LOCATICN(S) ( ELDC. . /"LOOR. fKXM |

301 West Preston Street-Kocm 1401

IX. IS RECCRD SERIES CUPL1CATE3 ELSESHERET
t i r Tts^ s p t c i r r AOOICT oir o r r i c s j

EGS .AG's Office
ac YES & NO

I 3 . ACC

t ir
RESTRICTIONS C YES I? NC

. C I T X L » » ( « ) » RKOULATION! «)
I « . AUCIT RECUIREWETrrS

n NCNE C STATE C FEZERAL C INCEPENDGNT

1 7 . IS AN INDEX SYSTEM USES7 ( | ^ T « » . o ^ t j » l H
mnitcrx.T AKB D U C X I U A « T HARoiARe/iorriAUcI

C YES QC NO

i •» ̂ H J > C AND TITLE or PREPARER

MLchele T. Oliaccio

I S . REC=»*C3<DEC RETEKT1CN

Contains copies of bills, fiscal notes, legislative
carnisnt foran, hearing reports, hearing testinmy,
general correspcndence and various other docxnents
pertaining to DCS sponsored bills or bills of interest
to the department. Retain 10 years then destroy.

2 0 . TELEPHONE NUMBER

(41C) 225-4958

ZI . DATE

5/3/93

DCS 330-4 (REYT 2/87)


